Quick Reference Guide

Responding to Work Requests for Contract Interpreters

Accept a Pending Offer

1. Click Interested on the assignment you’d like
to accept. The pending assignment will appear
on your calendar.

2. Enter a Response Comment, if needed.
Comments such as, questions, a negotiation,
or details of an assignment are sent to the
scheduling specialist.

3. Click Save. Your response is sent to the sched-
uler for review and possible assignment. The
assignment is not automatically granted. If you
are granted the assignment, you'll receive a
notification and the assignment detail status
will change from pending to granted on the
specified date.

Assignments are offered to interpreters
based on their calendar availability. It is
important to keep your calendar up to
date with days or times you are unavaila-
ble for an assignment.

Decline a Pending Offer

1. Click Decline on the assignment you do not
want.

2. Enter a Response Comment, if needed.
Comments such as questions or assignment
conflicts are sent to the scheduling specialist.

3. Click Save. The response and any comments
are sent to the interpreter scheduler. No fur-
ther action is required.
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This is where you'll enter any questions about the assignment or to negotiate details|
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Spanish, Le Sueur

Offer Rate
$52.00 Per Hour

Est. Travel Time
1 hour and 2 minutes
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